Interview reminder email template: 

Dear {Interviewee’s Name},
I wanted to remind you of your scheduled interview for the {Job Title} role at {Company Name} on {Date} at {Time}.
Your interviewer, {Interviewer’s Name}, is looking forward to hearing about how your {skill 1 or qualification 1} and {skill 2 or qualification 2} would make you a great fit for the position.
Please find a summary of some important interview details below as well as a bit more information about our organization.
[bookmark: _GoBack]Key Interview Details     Role: {Job Title} Date: {Date} Start Time: {Start Time}  End Time: {End Time}
Location: {Company Address} Interviewer Details: {Interviewer Name}, {Interviewer Job Title}
I recommend arriving 10 minutes prior to your interview, so you give yourself adequate time to check in at reception. Don’t forget, our office attire is {office dress code}.
About {Company Name}
{Two Sentences About Your Company and Why It’s a Great Place to Work}
Please confirm that you received this message and that we can expect to see you at the interview.
We’re very much looking forward to meeting you in person.
Sincerely,
{Your Name}
{Your Contact Number}
{Your Email Address}
 
